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Telegraphy  and  Railroading 

TORONTO,  ONTARIO 


MMenSM.  INSTHUBTIONP  AND  SPBOIAL  UtOTUm*  IN 

RAILROAD  AND  COMMERCIAL  TELEGRAPHY 
FREIGHT,  TICKET^  BAGGAGE  AND 
GENERAL  STATION  WORK 

Second  edition 


^instruction  Paper  with  Test  Questions 


TELEGRAPHY 

PART  3 


DOMINION  SCHOOL  of  TELEGRAPHY  and  KAILKOADING  I 


HOW  TO  STUDY. 

1.  The  lesHonR  are  divided  into  partH  and  nuinbcnHi,  and  are 
only  supplied  to  the  Htiideiit  w  he  progreaaeH  with  hie  stiidicH. 
Study  a  few  pageR  at  a  time.  Do  not  skip  from  one  section  i>f 
thf  piipcr  to  MiKitlior.  If  there  art'  itny  siat.iiifiilB  \oii  do  not 
understiiiKl.  ask  tlif  instniotor.  or  Av"])  n--  a  card  or  letti  r,  aiKis- 
ing  what  section  and  \mmi  you  .trc  liavin;;  dilliciilty  with,  and 
we  will  t'\i)lain  the  matter  in  detail.  Review  thoroughly,  luid 
write  out  the  answers  to  the  test  questions  at  the  end  of  this 
paper,  and  send  or  hand  in  your  work  for  criticiRm.  ^'nur  claH» 
letter  and  nunilu  r  's  j,'ivcn  you  on  your  (  crtificatc  of  enrollnifiit , 
and  it  is  important  tliat  y<ju  put  this  on  your  cxaniinat ions,  as 
well  as  any  letters  you  write  to  the  schools.  Failing  'o  write 
this  on,  will  cause  «lelay  in  answering  letters  or  returning  examin< 
ation  work.  Send  one  examination  at  a  time.  Don't  write  out 
the  examination  qtiesfcions  themselves.  Use  the  number  of  the 
questions  and  write  :>ut  your  answer.  In  writing  the  answers, 
simply  head  your  paper  thus : — 

Answers  to  Test  Onestions.   Telegraphy  Part  1 . 

John  Smith,  G.D.  215. 

440  Delaware  Ave.. 

Toronto,  Ont. 

Feb.  14/11. 

"2.  We  desire  to  jiet  in  close  touch  witli  you  in  your  studies, 
and  would  ask  that  \(iu  liccp  us  int'ornicd  ro^'ardin;,'  yo\ir  pro- 
^jress  and  any  ditficultics  you  may  meet  with  in  your  studies. 
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INTRODUCTION 

•\.  Thr  tliii'd  sitaj,'!'  ill  loaniiiif;  'l'i'iri,'i;i|)li\  tlif  ii'<'fiviii;r  or 
rendiii),'  li^v  soimd.  It  is  I'oiisiikMfd  iikhc  dilfirnlt  than  tiu-  sciid- 
mK,  although  it  nrnwt  be  iindenitood  th«t  the  more  itrnotipe  a 
stiulciit  liax  ill  si'iidiiii;.  tln'  iiiDro  it  dis('l|)liiii's  the  ear  t<i  rrcd^- 
ni/.t<  the  Rounds  more  n-adil;*  when  ma<lt»  by  tlio  soiidinj?  <  perator. 
In  learning  to  receive,  it  is  necwuary  for  the  Ix  Rinncr  to  have 
anotlirr  persrui  send  to  liiin  or  her,  or  to  use  an  aiiti;matie  send- 
ing device  of  some  i<ind,  for  imc  cannot  road  l)_v  soi.nd  fmni  liis 
own  writing.  It  is  necessary  ^'nat  the  sender  sli.mld  znnkr  the 
signals  digtinotly  and  correouy,  otherwiBe.  it  would  be  Aery  dif- 
ficult, if  not  iinpossildo.  for  the  h-nriicr  to  uiidt'istfuid  the  sifj- 
nals.  However,  two  beginners  can  j^'et  goo<l  i)iactice  l)y  taliing 
turns  at  sending  and  receiving,  eaeh  correcting  the  faults  of  the 
other.  The  (  l  o  rcceiviii<»  shoidd  not  watch  the  linnd  of  the 
sender,  or  tiic  icv^,  of  the  sounder.  T.ct  your  recoi\ lie  dniir 
by  sound  from  the  \ery  start.  .V  ,  .  'son  sending,  slmuld  i^end 
slowly  Mid  distinctly  at  firsi.  the  one  receiving,  naming  eaeli 
letter  mentally  as  sent. 

4.  .Assuming  that  a  student  had  nothing  else  to  do  except 
listen  to  tue  characters  made  on  the  instr  iinents.  lie  would 
recognize  them  quicker  than  he  would  if  he  attempted  to  wilt, 
each  one  down  as  he  heard  it,  and  it  is  in  this  particular  instance 
whcrc^  it  shows  the  \  ;iIiio  of  the  elemeiitarv  training  in  thorough- 
ly  memorizing  tlie  code,  together  with  the  practice  work  on  the 
key.  The  moment  you  hear  a  character  made,  you  should  know 
instantly  what  it  represents,  but  as  the  least  thing  will  attract 
your  attention,  (such  as  your  pencil  or  paper),  it  re(|iiires  con- 
siderable practice  before  you  can  concentrate  your  mind  and  copy 
what  is  being  sent. 

5.  The  Instructor  or  Student  who  is  sending  should  first 
write  letters  of  the  alphabet,  figures,  etc.,  in  mixed  order,  some- 
times changing  to  th*^  "egular  words  and  sentences.  Write 
slowly  and  distinct)  and  allow  sufficient  time  between  the 
characters  to  enable  the  students  who  are  copying  to  de*  ^ct  eaob 
character  and  write  it  down. 
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REC  J  VINO. 

f'l  A  IffttT  Ih  (I.,  riiii'  il  liv  tlif  time  i.r  tirii.'>  tlic  luv.r 
i>f  tlu'  Koiiiidfr  utrikoH  tlu-  Ixiltom  or  top  stops,  niid  In  tlir  ilnra- 
tion  of  tirnt*  hetwofn  tlieHc  du-kn.  Thv  hiu-k,  or  ,  stroki  is 
OB  nt'Cfssiirv  in  ordfr  t<>  nad  hy  fmund  m  i\u>-  forwanl,  or  rtown 
striikc,  and  tlii'si'  shitiiid  In  .list  iii'_'iii>.li<'(l  lioiii  racli  ofliri-,  inv 
tlie  lenf;th  of  tiiiif  duriii^  whirii  tin-  K-ver  of  the  soundrr  n  iimiiii* 
down  poiild  not  otherwine  bo  dot^rniined. 

7.  In  pasi»  th«'  ohBri«*ter  is  not  detected  by  the  Htudentf*  who 
at'i'  ciipyinu'.  tlic  •irtidilii;  (^|ll^at<)^  slinnlil  rc](cat  tlic  (-liaiactrr 
until  siifli  tinu'  us  ii  is  rt'cojini/t'il.  "lie  nion-  this  ipprh^,  the 
mort'  plainly  they  we  thi*ir  fatdts  in  h.  .me  pnrtjpn  plmrarttT. 
If  rniiNt  l)c  mni'inla-rcd  thnt  ii;  r,i-f  tin'  sen  h  r  iria.  -i  iiiivtakL' 
in  making  a  (dianu-tfr  or  in  tlir  middli-  a  td  lie  sluiulil  make 
th»'  mark  of  intertoj(ati(Hi  and  riM^  at  tho  c"  •  :a'.'t«  i  or  tht-  wliolo 
word. 

H,  Tho  idinj;  opirat.  r  is  supposed  always  tt»  correct  his 
own  luistiikoB.  In  practical  work,  when  the  receiviui;  opernt(  r  is 
not  },'ctthi«  what  is  In-ing  sent,  lie  opens  his  key  and  repeats  tlie 
last  work  received     (Of  ennrne.  students  just  pommeneing.  are 

not  cNjiected  to  do  til's). 

In  coininenpin^'  to  receive,  it  is  important  that  the 
moment  you  hear  a  ciniracter  nuide,  you  should  write  down  im- 
mediately what  you  think  it  is,  in  order  to  l)e  re««ly  for  tho  next 
ch'U-actei'  that  tiiiiows.  as  \(ju  will  readily  see  tli.at  unless  you 
write  down  immediately  what  you  tliink  it  is,  "even  thou;,di  you 
are  wrong,"  yon  wrnild  not  he  able  to  recognize  the  letter  that 
followed  the  one  you  hesitate*!  on. 

The  i,'?-eat  trouble  in  receivin:;  is  that  while  you  hear  the 
letter,  you  do  not  have  sufficient  tinu-  to  think  wh.at  it  is  before 
another  character  is  made.  This  simply  retjuiies  prfvctice  to  get 
the  mind  to  act  4uickly,  and  yiMi  will  readily  see  while  all  these 
characters  are  nuide  liy  hand,  the  mind  heiuj,'  much  ipiicker, 
should  recognize  them,  no  nuitter  how  rapidly  they  were  made. 
To  become  a  good  receiver  of  rapid  sendiri^  it  is  necessary  that 
the  leceiver  he  able  t-o  copy  heliiiid  the  sen<ler  several  words; 
this  will  he  found  cjuite  difficult  for  the  beginner,  and  should  not 
be  attempted  nntil  you  have  advanced  yourself  to  such  an  ext<'nt 
that  you  ciui  copy  about  15  words  a  mhurt«. 
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SCHOOL  AND  HOME  STUDY  PRACTICE. 

10.  At  this  stage  you  should  ever  kei  p  in  miud  the  impoit- 
auci'  of  constnjifc  practice  work  (Hi  the  iiistnuiiciits,  ki'o|iiiig 
strictly  to  the  exercises  giM  ii  in  the  b(X)k,  until  they  can  be 
made  in  any  combination  desired. 

11.  In  timing  for  speed,  o  letters  constitutes  a  word,  and  the 
sending  and  receiving  is  ke[>t  up  on  letters,  figures  and  words 
until  you  can  copy  5  words  a  minute.  Keep  constantly  review- 
ing the  various  exercises  in  Book  2,  and  practice  the  variolas 
forms  of  messages,  train  orders,  reporting  of  trains,  etc.,  that 
follow  in  the  next  instruction  papers. 

12.  A  Telegraph  operator  takes  a  great  deal  of  pride  in  good, 

accurate,  rapid  sending,  and  the  only  way  he  can  accomplish 
this  is  by  steady,  persevering  practice,  gaining  speed  si.avly. 
The  schw)!  nor  the  ii\structor  can  give  you  tliis  practice,  it 
remains  eiitirelv  with  yourself.  When  a  >tu(lent  can  reccivt-  and 
copy  at  the  rate  of  -•)  words  a  minute,  he  should  try  to  practice 
on  regular  lines  in  the  sclujol,  or  in  some  office  which  will  give 
him  the  necessary  experience.  In  either  case,  the  instruction, 
coupled  with  the  practical  work  and  the  various  forms  used  in 
an  office,  should  be  taken  up. 

When  30  vvoi-ds  a  minute  is  accomplished,  you  are  capable 
of  taking  a  regular  position  as  an  cq)erator.  A  student  receives 
his  diploma  at  this  stage,  provided  he  understands  the  rules  and 
has  satisfactorily  answered  ail  his  examination  questions. 
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RECKIVING  SIMPLK  WORDS. 

13.  Thr  lir^iiuicr  will  nr.tici'  iliat  llii'  ii"ccl\ in:.;  of  siiiiiilr 
words  is  (jiiili'  c-tsN ,  ihv  roasdii  tor  tliis  is.  tlinf  tliey  aii-  used 
mort'  in  ovwy  day  work  than  any  other,  and  as  a  oonRO(juen<'f, 
they  are  nu  ro  readily  reco<jnized.    Here  are  a  few  : — 

(if  the  tiiat  and  was  will  it  at 
no       paid       from       for       yes       trahi  eluck 


SUGGKSTIONS  FOR  RKCEIVING. 

11.  W  iitii  a  student  first  starts  to  rei-i'i\c.  have  the  snider 
repeat  eaeli  Utter  in  the  alplialiet  tiii-Of  tinii's,  tiiti.-;  A  A  A. 
B  B  B,  etc..  ajul  as  the  symlwls  of  the  ehara<'ters  are  made  atid 
the  i-.u-  heenmes  trained,  it  will  he  notieed  that  if  these  ehai- 
acteis  are  written  in  mixed  order,  yet  ri'[ieat.ed  three  tinieH, 
about  the  time  of  the  second  or  third  repetition,  the  mind  will 
recognize  the  ciiai'acter  more  readily,  as  it  gives  yon  more  time 
to  think  wliat  tlie  charaetcr  i<5  hefnre  the  next  one  is  made. 
With  a  little  practice  hi  tliis  way.  tlie  mind  is  trained  to  reeo^'- 
nize  the  character  instantly  the  first  time  it  is  made.  Yon  will 
find  it  a  little  difVicult  at  liist  to  copy  the  characters  on  paper, 
as  voiir  mind  is  taken  up  either  !iy  vonr  pencil  or  some  interrup- 
tion; hnt  a  little  practice  will  help  you  to  concentrate  yonr 
thoughts  on  what  is  coming,  and  it  should  he  your  aim  to  write 
iliiwn  .it  once  the  cliaiacter,  endeavoring  to  he  ready  for  thi-  next 
character  that  follows. 

1.").  if  the  sendin;;  operatoi'  is  writini;  letieis.  ullowini:  tlu' 
same  time  between  the  making  of  each  one,  the  receiving  oper- 
ator must  realize  that  there  is  only  a  certain  time  in  which  he 
must  determine  the  letter,  and  be  prepared  to  follow  the  sender. 
This  practice  work  should  be  taken  up  on  the  alphabet,  numliers 
and  tiio  i)ractieal  punctuation  code.  Following  the  above  Bug- 
gestioiia,  words  and  sentences  should  next  come  in  order,  and 
the  practice  work  kept  Hp  until  you  cai\  receive  at  the  rate  of 
.">  words  a  minute. 
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COMMENCING  TO  RECEIVE. 

10.  In  the  ])ay  iiiid  Nitjlit  School  the  students  arc  iirnuif^ed 
at  proper  tabli's  l)y  tlic  Instructor,  who  will  assist  them  and 
offer  any  suggestions  necessary  for  tlieir  progress. 

17.  The  receiving  can  best  be  accomplished  by  two  or  three 

students  working  tngetlier.  and  while  one  is  nialdng  the  charac- 
ters oil  tlio  key,  the  otiiei'  stuileiit  or  students  are  reading  the 
same  bv  sonnd.  and  copying  theui  in  their  scribbler.  The 
student  wlio  is  sending  should  first  '>f  ail  write  letters  of  the 
alphabi't,  figures,  and  )>iinctuations  in  uiiNed  order,  sometimes 
changing  to  the  ri'gular  alphabet  <  ider.  In  the  course  of  a  few 
days,  pi'Mctice  sending  simple  wortls,  then  senttMices 

IH.  The  receivuig  operator  should  write  slowly  and  distinctly, 
allowing  sufficient  time  between  the  characters  to  enable  the 
students  who  .are  copying  to  detect  eacl;  character  ,iii(l  write  it. 
down.  Jn  case  the  character  is  not  detected  i)y  the  students 
who  are  copying,  the  sending  operatoi-  should  repeat  the  letter 
until  such  tijiie  as  it  is  recogii'/ed.  The  more  this  happens,  the 
more  plaiidy  they  see  tlieir  faults  in  some  particular  character. 
Keep  up  this  practice  work  until  you  are  able  to  copy  5  words 
a  minute. 

19.  It  is  good  practice  fur  the  receiver  to  listen  to  the  sender 
writing  from  a  certain  page  iti  the  instruction  book,  in  order  to 
enable  him  to  recognize  the  sounds  of  the  various  char.acteis 
without  writing  them  down;  then  after  closing  up  your  book, 
have  the  sender  repeat  the  same  exercise  while  you  copy  it  down 
on  your  writing  pad. 


FIVE-WORD  SPEED. 

20.  Tlio  proper  sp.'ed  at  this  stage  can  best  be  attained  by 
following  this  rule:  After  making  a  letter,  wait  two  seconds 
l)efore  making  aaiother  letter  and  maintahi  this  interval  between 
all  h'tters  in  a  word.  The  spacing  between  words  should  be 
al)out  four  seconds,  and  it  is  advisal)le  to  practice  sentenci>s  out 
of  your  instruction  papers,  particularly  ones  that  may  apply  to 
general  railroatl  or  commercial  work. 

21.  Exercises  should  he  made  up  that  v.ould  include  figures 
and  punctuations,  and  for  your  guidance,  we  have  list+'d  a  num- 
ber of  exercises  that  will  be  a  bi  ucfit  to  you.  By  foUowuig  these 
exercises,  togethe-  with  other  sentences  from  your  instruction 
paper,  you  will  increase  your  speed  gradually. 
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EXERCISES  CONTAINING  WORDS.  FIGURES  AND 
PUNCTUATIONS. 

23.  The  air  was  clear  and  culd. 
It  is  rainiiifj;  hard  hero  to-day. 
What  pan  I  do  for  you  '.' 

Tlie  woathor  is  t  xtrt'iiicly  cold. 

The  main  line  was  hlm-ked  tor  miles. 

The  wires  wero  all  down. 

The  crew  tied  up  tor  tlif  nii,'lit. 

En{,'iues  3tJ8,  721.  132*.t,  w  ere  ordered  east. 

Eng.  419  was  turned  out. 

Nil.  10  Eng.        meet  No.  11  I-".iig.  2(m  at  (ialt. 

iJue  clear  to  top  of  jjrade  and  return  for  Eng.  lOu. 

The  cheek  wa«  incorrect. 

It  is  a  railroad  message. 

Send  it  collect. 

The  charges  were  refused. 

('      E  No.  4. 

The  tunount  was  $1.3.'). 

Add  1.2.  2.3,  3  1  ,iii<l  11  12. 

N\i.  1  run  twenty  i20)  niins.  hite  "A     t<.  "(i'    and  fifteen 

flo)  mins.  late  "G"  to  "K". 
The  woi'(lin<:,  "Kni,'.  not  steaniiiii;'"  is  often  heard. 
Instructors  in  Day  School  check  here : — 

USE  OF  PUNCTUATION. 

24.  Punctuation  mai-ks  are  not  always  sent  as  they  would 
a|)pear  in  print  or  as  they  should  be  used,  although  certain 
punctuation  niai'ks  convey  as  nuieli  ineanitif,'  as  an  expression 
on  the  face,  and  tone  of  the  voice  w  lien  two  persons  are  talk- 
ing. The  j»eri(Kl  is  very  seldom  vised,  except  at  the  beginning 
of  the  Ixidy  (if  the  messa;,'e  or  train  order.  The  comma  is  pei'- 
haps  most  used,  and  often  used  in  place  of  a  period,  and  con- 
veys several  meanings,  according  to  where  it  is  placed;  take 
f(ir  instance  the  address  of  a  message,  m  comma  is  used  at  the 
end  of  each  line  and  means  the  same  as  one  would  say  "drop 
down  a  line"  to  put  the  street  address,  or  the  city  or  town. 
Example ; — 

John  Saunders, 

24  Concession  Street, 
Cobourg,  Ontario. 
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USE  OP  PUNCTUATION- ««<•</ 

The  majority  of  .iporators  do  not  traiisiuif  tlic  rcmiiia  as  it 
is  illustratfil  liei-f.  but  when  a  punctuation  mark  is  used,  the 
conuna  is  generally  sent  instead  of  a  period,  excej.t  that  pre- 
viously mentioned,  at  the  heginmnj?  of  the  l)ody  of  a  nussaj;.- 
or  train  ord.'r.  In  transmittiiig  car  luunhers  where  the  period  is 
shown  at  tiie  .  nd  of  a  set  of  n:,Muvs.  tiie  sending  operator  always 
uses  a  comma. 

25.  The  interrogation  (?)  or  (luestion  mark  as  it  is  nlim 
railed,  is  one  of  the  most  ns.'fiil  little  things  in  Telegraphy.  It 
is  used  in  a  great  many  dilferent  ways.  If  an  o]>erator  starts  to 
send  a  word  and  makes  a  mistake,  he  makes  the  interrogation 
mark,  th.^n  repeats  the  word  just  the  san;f  as  you  would  'orrret 
voiu-self  in  speaking  by  saying  "1  mean'  or  "1  h.g  your  par- 
don." It  is  commonly  used  in  case  an  oi)erator  calls  another  one 
and  asks  some  question,  wl.i.  h  is  not  reeogni/ed  at  one.-,  an.l 
the  receiving  (>i)erator  would  make  the  mark  of  interrogation, 
which  would"  mean  for  the  sending  operator  to  repeat  the  ques- 
tion again.  The  sign  of  Dollars  ($)  is  used  and  counted  as  one 
word  whenever  it  apprars  in  any  commercial  message  or  cable- 
gram, and  is  si-nt  just  preceding  the  numerals,  exampl. ■  :— S.\  U 
for  $14.    Punctuation  marks  are  not  sent  after  abbreviations  or 

initials.    Example : — 

Mr.  E.  I..  Insley.  N.  V, 
•2t).  In  the  word  "to-day's,"  the  hyphen  and  the  apo>tv..plie 
are  never  sent.    There  should  be  some  distinction  between  tlu- 
letters  of  a  word  and  the  lett.Ts  forming  the  punctuation  marks 
This  distinction  is  overcome  by  sending  the  letters  represmtin- 
the  punctuation  marks  at  twice  the  speed  of  the  others. 

USE  OF  OFFICE  CALLS. 

27.  The  telegraph  wire  is  coimected  into  the  various  offices, 
and  stations  so  tliat  all  the  instruments  are  on  tlie  one  line  or 
circuit,  and  when  an  operator  at  any  office  uses  the  line,  all  the 
other  offices  along  the  line  hear  what  he  is  sending. 

In  order  that  each  office  may  be  distinguished  from 
another,  or  in  order  that  some  method  may  be  employed  for  one 
station  to  work  ^^\^h  another,  each  telegraph  office  has  a  call, 
which  consists  of  one  or  two  lettenj.  (never  more)  taken  from 
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USE  OF  OFFICE  CALLS -Co'i'.n,,,,/ 

(h,.  iiMiiir  of  till'  [ilaci-  a>-  a  nilf.  Thus  tlir  call  l"r  Lmnl^'n  's 
"DO",  (ialt  "(i",  WcK.dstnck.  "W".  All  "ipfiulor  \\li.  n  calliiii; 
!»n  offico  uRuullv  makcK  thi-  signal  thrvo  tinics  tlion  >ii<;ii«  bin  own 
(ifficc  cull,  in  order  tliat  otliiTs  (m  flio  lino  iiia>  kimw  win.  is 
usiiij;  tlio  wire,  i'l! >\  idcd  l,ond<>n  was  culiinj,'  (ialt,  i(  woiihl  W 
made  as  folldws:  (i  (1  ('.,  lU^.  'Hps  inwrdnro  would  go  on 
until  Oalt.  answiTcd  llu-  call  l>y  simply  o|)fiiing  liis  ki  v  and  ic- 
pcatiiig  Ills  office  call,  wliicli  in  tliis  case  is  "('•  '     Tin-  same 

llietlli:d  is  folldWcd  helwcell  any  otliel-  two  offices. 

If  you  had  business  for  several  stations  or  several  of- 
fices, yon  call  one  (►{  them  and  when  they  do  not  respc ;,;d.  eall 
one  of  tlie  others,  and  keep  callin;:  the  \ari(.u-~  offices  that  you 
have  business  tor  until  tiiey  answer  flie  eall.  Of  cianse.  you 
must  nnderstnnd  that  you  are  not  to  keep  the  circuit  for  any 
length  of  time,  and  leinenibei ,  that  the  l)espafc!ier  or  Wire 
Chief  has  autluirity  to  use  the  w  mc  at  any  time,  no  matter  if 
\(ai  are  right  in  the  middle  of  a  message.  a,s  trains  must  not 
l)e  delayed  from  siieh  a  souree. 

If  yon  were  interrupted  by  a  l)espat<dier  or  Chi.  f  Operator, 
\\llo  is  usu.ilU  called  a  Wire  Cliief  ill  coniliiereial  oftiees.  since 
it  is  his  position  to  watch  the  circuit  to  liKiate  trouble,  etc.,  yon 
would  be  justified  in  resuming  your  wfirk  with  the  ofttce  tliat 
\(ju  had  iHevi(iu.-ly  been  wnkini;  witli,  in  preft  leiice  to  any 
otiier  office  sending  or  receiving.  Hut  in  resinning  uuir  work, 
you  would  simply  call  the  off'oe  you  had  been  working  with  and 
when  the  operator  answered,  you  wi  uld  m.ike  tlie  figure  I,  which 
means,  iwcording  to  the  code,  "where  shall  I  go  ahead." 


TELEGRAPH  OFFICE  CALLS. 


W.  K. 

A. 

K. 

K.  r. 

H.  A. 

K.  i:. 

W.  H. 

N. 

Y. 

C.  N. 

S.  K. 

1).  (). 

N.  (). 

R. 

vS. 

B.  R. 

W. 

K. 

I). 

(*.. 

M.  vS. 

o.  r. 

M.  I. 

J.  c. 

C. 

\'. 

I).  Y. 

J.  r. 

V. 

The 

)■  ve  tt 

legra] 

,h    offi<'e  Clll 

s  apjdy 

to  most 

stations  >:i  the  mai.i  line  of  tlie  ('.  I'.  U.  between  Windsor  and 
Toronto.  For  eonvenience  sake,  we  will  list  these  in  two  sets, 
in  order  to  distinguish  "your  calls"  from  those  that  are  listed 
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TELEGRAPH  OFFICE  CALLS- CoHthmed 

MiidiT  tlic  lifMiliii^r  " 'Ti'lc^irjipli  Oiticc  Calls,"  Voiir  calls  will 
lie  iisti'd  so|)iii'att'l\ .  with  tlif  iilta  tliat  j,<mi  in  using  tlio  difJennt 
calls,  wonld  do  so  in  tho  snnio  way  as  if  you  were  working  at  the 
iliflcmi!  [liaccs  tr.  in  time  tn  time  iind  it  wn«  neoessury  to  nw! 
siic-ii  call-.  I'liicticc  <'allinu  cacli  oiip  a  ininibcr  of  times,  in  eaeli 
ffisc  sijiuini^  your  call  in  |»r<!])i'r  order.  For  instance,  call  W  R 
tlirec  times,  signinj?  X.  then  take  n|>  the  next  call  and  ki-ep 
si;,'ni|iL,'  N  until  ynu  liavc  called  all  the  offices  sluwii.  do 
tin'ou-^h  tlie  sanii'  cxcrcisi  .  usin;^  your  next  office  call  li.  Tiiis 
exercise  is  very  important  and  should  tu>t  be  left  until  you  can 
call  any  office  desired  ov  could  clianj,'c  from  one  to  another  in 
the  same  way  as  if  you  called  au  office  and  they  did  not  respond, 
\ou  would  call  another  olfice  without  stoj)i>ing. 

YOUR  CALLS. 
N.         R.         C.        R.  O.       M.  R.       C.  K. 

K.  X.     S.  H.       IJ.  I).  I.  K. 

This  is  a  \ery  |iiacfical  exercise,  and  the  j)ractic(>  work 
should  lie  ke|)t  u|>  all  through  the  course. 

Instructor  in  Day  School  check  here: — 

OPFRATOR'S  PERSONAL  SIGNAL. 

20.  In  ordei'  that  eacli  o|ieralor  m.-iy  lie  known  and  recog- 
nized upon  the  circuit  or  telegraph  lines  upon  which  he  is  eni- 
ploycil.  without  signing  h's  name  in  full  each  time  a  message 
is  trausmitleil  (i  i-ecei\e(l,  ;(  |iei-soU;d  signal  coniposed  of  one 
or  two  letters  usually  taken  from  his  name  is  used.  In  sending 
messages,  this  personal  signal  is  used  to  distinguish  who  the 
o|ier,it(ir  is,  and  the  persoiud  signal  sliould  be  written  on  the. 
message  blank,  together  with  the  personal  signal  of  the  operator 
who  received  the  message,  as  well  as  the  time  of  day  it  was 
sent,  or  received, 

'.M).  will  see  the  ad\.uitage  of  this  pers<iual  signal  when 

two  or  moi'e  operators  ai'i-  woiking  in  the  same  office,  and  in 
oa-se  it  was  necessary  to  (du'ck  any  particular  message,  the  fault 
of  au\  omissi(ju  cciuld  lie  c]ieck«»<l  \o  the  individual  who  made, 
the  mistake.  In  sending  several  messages  to  the  same  office,  it 
is  customary,  when  through  with  the  first  message  to  say  "WO" 
meaning  who  is  the  operator  at  the  other  end,  and  in  response 
to  this  question,  the  othw  operator  will  reply  by  giving  his  own 
personal  signal.   This  woiild  be  written  on  the  first  message  and 
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OPERATOR'S  PERSOr  VL  SIGNAL  (  ontimiai 
on  enpli  sulweniit'nt  messjvgf  m  it  in  went,  uiit'l  yoti  finisht-d  llic 
l)UsiiH'ss  with  tliMt  nffifc.  It  is  us,.(l  ,i!::iin,  in  cusf  yoii  wisli  t.. 
call  an  oificf  and  vini  wa'.itcd  t<>  sjnak  to  a  ccrtMiii  i >|),t;i1( .r 
whom  you  kn<-w.  Whoii  tlu-  office  nnsMcrod  you,  you  would  say 
"Wd",  and  it  it  didn't  liajipoii  to  be  tlu'  nuf  vmu  wanted,  yon 
wniild  simply  say  "Ask  \V.  t.i  answer.'"  'I'lie  oiierator  wlu.  si^'iied 
"W  •'  w.  nld  ceirif  to  tile  key  and  Say  "1  f.  W."  If  the,  sondint? 
o|>«'rator  is  nf>t  sun-  that  tlie  office  responding  to  ids  call  is  the 
one  he  wants,  he  will  say  "Sine",  which  means  for  the  roH|«)nd- 
Lnt,'  office  to  sif/n  the  ,)ftice  call. 

;^1.  TIk'  students  niu.-it  harii  th?  use  ci  these  two  signals, 
and  not  confuse  one  with  tlie  other.  At  this  time  tliey  should 
erioose  a  personal  si'.'nal.  consist ini,'  of  one  or  two  letters,  usually 
Irom  their  name.  Jie  careful,  however,  not  t<>  use  lett.  rs  that 
are  not  clear,  such  as  "T"  or  "I",  l>ecausc  T  nnght  soiuid  the  . 
same  as  one  closin;.'  the  circuit.  It  would  not  he  wise  either  to 
use  two  letters  like  "WO". 

TELEGRAPH  NUMERAL  SIGNALS. 

32.  The  foUow  in^'  list  of  numeral  si<jii.als  are  used  in  prm-tical 
work,  hi  order  to  save  time,  and  it  is  very  important  thai  \ou 
-hould  memorize  these  and  practice  them  in  IkiIIi  sending  and 
rcceiv  ing. 

%    The  ("anadian  I'acilic  liaUway  and  The  (i.  N.  \V.  Tele- 
graph Co.  use  this  number. 

fTho  Vf.  T.  R.  use  this  mimber. 
Note: — The  student  should  learn  '-Hh  innnhers. 


STONAI,.  MH.\N1N<1. 

1.  Wait  a  minuti'. 

•J.  (11 VI'  me  correct  time. 

I.  Where  shall  1  go  ahead? 

t.'».  or(«24)  Have  you  anything  for  me? 

•X        or  (tio)  Busy  on  other  wires. 

0.  To  clear  the  line  for  train  orders,  and  for 
operatt>rs  to  ask  for  train  orders, 

10.  Keep  your  key  closed. 

11.  l>ld    \on    receiv.-'   \\\\  Last'' 

12.  How  do  you  understand'.' 
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TBLEGRAPH  NUMKIAL  SIGNALS  Con/iMHeti 
SICXAL.  Mi:A.\IX(i. 
|.H.  I  iMulerstantl. 

18.  Wli.il  is  llic  troiihlf. 

111.  'I'rniii  ordiT. 

23.  A  iiu'ssii;,'f  for  all  nfficcs. 

78.  A('c»'pt  my  coinplimontK. 

ai.  Train  onl.  r. 

T'lcsiijiiit  s,  Vi(i-l'i»si(U'iif8,    (liiu'rul  Maii- 
af^i'i's,    (loiu'ral    Siipirinttudoiit's  l)iisi- 
Mfss.    ('I'll  l)c  used  l  ul  v  1)V  Ills  autlii  ril  \ .  I 
{)4.  HiipcrintfiKlfiit 's  Imsiness.    (T()  la-  iist'tl  oulv 

liy  iiis  autlioi  it_\ .  I 
134.  Who  iH  at  the  key? 

InstractMV  in  Day  Sckool  check  here : — 


GENERAL  INSTRUCTIONS  FOR  TELEGRAPH 
EMPLOYEES. 

33.  The  offifials  <,'()\finin','  the  ti'loy;raith  department  of  the 
Raiiwiiy  urc  latcil  in  antlmiity  as  follows:  — 

1st:  The  Siipfriiitciidt'iit  of  'r<'l(';?ra|)h. 
2nd:  The  TMvwion  Snperintendent. 
Hnl :  TIr'  Tra.'nniaslcr. 
1th:  Till'  Cliief  Train  1  >t  spatcher. 
.'itli:  'J'lic  Train  1  )fS|)at(ln'r. 

34.  The  Superintendent  of  Telegraph  Itas  charge  of  tlie  teh^- 
•;raph  service  and  other  electrical  biminess  of  the  Company,  in- 

cludiii!^  construction  and  maintenance.  All  tclci,'ra])lii"rs  in  the 
cini)loy  of  tlif  raihvax  scrvico  are  directly  nnder  his  nistruction 
and  management.  Tht-  Superintendent  of  Telegraph  will  rejjort 
to  and  receive  his  instructions  from  the  General  Siipermtendent. 

35.  Division  Superintendent:  For  each  division  oi  tiie  road, 
a  Division  Supt  rinteiident  is  appointed,  wiio  has  general  jurisdic- 
tion over  all  departments  of  the  work  l>eing  done  on  his  division. 

36.  Trainmasters:  The  Trainmaster  reports  and  receives  his 
instrnctions  from  tlic  Superintendent  or  Division  Superintendent. 
It  is  liis  duty  to  take  charj^i"  of  the  inovenient  of  tlie  fratfic.  Tic 
has  supervision  over  the  nu-n  employed  on  the  trains,  to  sec  that 
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GENERAL  INSTRUCTIONS  FOR  TELEGRAPH  EMPLOYEES   i  ontiniitd 

tlicv  imdtTsI iiMil  .-inil  nl)si'r\c  llic  nilr^,  ami  siis|i(  iiil  tliiin  wlii  ii 
iiccj'ssarv  tor  nctjit'ct  nf  del  v.     \\  licti  (laiiis  aif  di'lavfd  liy  at  - 
or  «>lwtnH"ti<>n.  lu'  'w.  sup|M>s«»(l  to  <»<>  to  tlie  |>Iiu'p,  if  lu"*-*"*-- 

sar\  ,  tal<('  ;,'i'iii'l'al  clial't,'!'  nl  llir  load,  and  tliat  |irM|ii  r  pii' 
caiiticlis  arc  talcrii  tn  iiisurc  tin'  safflv   i  f  traiiw  and  |irii|irrt\ 

:i7.  Ka(di  division  of  tlii'  road  lias  a  Chief  Train  UespatcliL-r, 
wlu)  is  next  in  authority  to  the  Diviwon  Sinifrinteiuh'nt.  Thi* 
Cliii  f  Train  I  )('S|mteiH'r  lias  (diar;,'*'  of  tlic  Irain  d.  spalcln'rs  rm- 
|>iovc(l  on  liis  division,  tlir  i'inj)loyinK  <'f  tflcjiiapli  oi)erat<irs. 
and  si'fs  that  all  vwancies.  owinj;  to  sickness  or  va«'ati(>n,  are 
j)r()in|>tl.v  filled,  and  hn«  Reneral  eluirKe  of  all  niatt^'rs  pertaininj; 
to  till'  t('li';,'ra|>li  dr]>arttnr-it  on  liis  division,  sncli  as  s|ii'('iai 
orders  in  leyard  to  the  movenieuts  of  extrsi  and  sjiecial  trains, 
The  ('hief  Train  Despatcher  is  tistially  an  Agent  or  an  expert 
teleRraj)her.  who  by  eai'eful  .attfMtion,  has  worked  his  way  to  iliis 
position.  The  appointment  of  all  operattirs  must  he  approved  by 
the  division  Sui)erinlendent. 

38.  The  Chief  l>espat(diers  in  the  day  t'lne  will  have  eharge 
of  the  work  on  their  respect ivr  divisions  lictvvi'cn  the  hours  of  7 
a  in.  !Uid  7  i».in.  The  ni^lit  Chief  i  )espa1(dicrs  will  liavc  eiiar^jc 
i:f  the  work  on  their  respeetivi'  divisions  i)ctween  the  honrs  of 
7  j>.m.  and  7  a.m.,  but  in  the  absenee  of  either  the  day  or  the 
night  (  hief ,  the  regular  •Train  Despatchers  will  aHsiimo  charge. 

39.  The  Train  Despatcher  has  charge  of  ih.  vcnicni  of 
all  trains,  and  is  usually  a  g(KHl  telegrapher  or  Agent,  whose 
ability  has  ])romoted  him  to  sueh  a  position.  The  more  know- 
ledge he  has  of  the  road,  the  lengths  of  the  sidings  and  the  vari- 
ous details  of  all  >.tations.  etc..  the  hetcr  lie  c.-in  peifoi'iii  his 
work.  Me  s(K>n  learns  to  know  v\  hi(di  Kugiueer  and  Conductor 
can  be  depended  ii[)on  to  get  their  trains  ovi-r  the  road  when 
delayed.  The  Train  nes])at(dicr  has  absolute  authority,  so  far 
!iK  his  division  got^s,  on  all  subjects  atul  rules  governing  the  time, 
rights  and  movements  of  trains,  regardless  <»f  the  opinion  of  all 
other  persons.  Agents  and  operators  are  uiuler  his  instmction 
in  this  regard,  subject  to  the  rules. 

((».  Station  Aj^ents:  'iiie  Station  Agent  rejiorts  to  and  re- 
ceives his  instructions  from  the  i)ivision  Su[)erinteudcnt.  He 
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must  al«o  obey  iimtruotioiiK  insued  by  tbe  Supt-rinteiKieiit 
of  Tfli'Krai»li  and  from  the  offipials  of  the  PasHenner,  Freight, 

Acci >imt  iiii,'  and  'I'rciisiiry  I>i'|iiir1iiii'iil .  'I'lu-  Sttiiioii  .\;;i'iif  li.-is 
cliaiKc  of  the  Coiupany  's  l)ot)ks  and  impcrB  and  of  thi'  buildingH, 
Hidings  and  j»roundB  at  his  station.  It  is  his  duty  to  attend  to 
till'  sale  of  Tickets  and  to  tlic  liamliiii;,'  <A  I'lciiilit  l)iilc(l  inward 
and  outward,  toj;»'ther  witli  tlif  collecting  of  tlu'  trf'j,'ht  cliargt'S 
on  the  HRme.  He  must  see  that  cars  are  properly  loaded  or  un- 
Inadi'd  and  furwardcil.  l<cr|(  the  accounts  and  make  up  liis  daily 
•uid  monthly  rejxirts,  and  M.'nd  in  his  leniittances  in  tiie  pnniei- 
niannor.  The  Agent  has  charge  of  ail  tlie  employees  at  tlie 
stations,  sucli  the  Opeiiitoi-s.  i'rei^'lit  Cleiks,  'I'ieket  Clerks 
and  I iaggageuien,  aiul  must  see  tliat  t'  jiiTlorin  tlieir  duties 
properly.  Ho  is  exi)e('ted  to  adv'se  the  Division  Superintendent 
of  all  :nalters  that  may  affect  the  interests  of  the  C«>mpany,  to 
advise  the  rasseut^er  Department  of  business  that  might  Ik' 
secured  throu>,di  tlieir  assistunpo.  In  general,  he  must  work  to 
the  interests  of  the  ('ompuuv. 

41.  Telegraph  Operators:  The  telegraph  operator  reports  tu 
and  receives  his  instrnctions  from  the  Divis,ion  Superintendent, 

Train  ^^aster,  Chief  I )(sp.itclier  or  Train  J)espatchor,  and  is 
under  the  authority  of  tlio  Agent.  The  operator,  in  a  sense,  is 
the  same  as  an  Agent,  so  far  ns  obeying  instructions  from  the 
Passenger  Department  or  any  officials  from  other  di'partments 
of  the  raUway.  He  is  reiiuired  to  l)e  constantly  on  duty  during 
the  hours  assigned  to  him,  and  must  not  leave  his  office  for  any 
length  of  time  without  i>ernu8Bion  frcrni  the  Train  Despatcher  on 
duty. 

42.  The  operator  nuist  koej)  a  record  in  the  register  hook  of 
the  arrival  and  departure  of  all  trains,  also  passing  trains,  re- 
porting same  to  Despatcher  in  the  prescribed  way.  He  is  ex- 
pected to  he  coMl'teous  to  passei\geis,  and  clide.i vo)'  to  m.ike 
the  road  he  is  working  on,  as  well  as  himself,  popuhxr  with  thi' 
public.  He  is  i'\pect(il  ti*  sell  the  Tickets,  and  nmst  have  his 
wicket  (tpcu  half  an  hour  l)efore  the  arrival  of  passenger  trains. 
He  must  not  rt-ceive  messages  to  be  transmitt«<l  free,  uidess 
signed  I>Y,  f)r  luldressed  to  an  officer,  agent  or  employee,  in 
w  liicli  case,  he  will  send  it  in  the  same  way  that  he  would  send 
!i  re^uhu'  message.  His  work,  ns  to  the  li:iudlins;  of  trains,  rail- 
road and  commercial  messages,  will  be  taken  up  in  the  instruc- 
tions that  we  to  follow. 
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13.  Til  sc'iuliiii,'  iiiiln)ad  ti'li-RriunB,  tluTo  is  nnicli  Ir^-  I. .nuiil- 
i1\  lliMii  t  iMiistilit !  ill'.'  oiminci'cial  iiifs<;i!i:is.  lii-li.iil  -<|>i'l|iiij4 
out  liu'  iiniiit'  i>t  tilt'  l>la('t'  that  tlic  iiirssau't'  is  a<lilit's>.t>(l  to,  tlii' 
officp  pall  in  };ivPii,  iimIpsh  tlic  biwiiii'SH  pnsHoH  t<»  niiotlirr  divitiioii 
nl-  li>  llic  liiif  "t  aiH'tlnr  ( 'i  llll>aliy .  ill  \\  liirli  I'asr.  it  is  I  iiis- 
iiiitti'd  ill  full.    Ilailn  aii  <i|fici«ls  <l(>  iKit  wIhIi  tlicii  i  iiijilnvt't's  1'>^ 

tliiiiK  lor  ^'nuttt'd.   In  C8M  of  doabt,  always  adopt  the 
safe  coanc. 

II.  Ydii  iiuist  cIh'V  all  till'  riili  -  that  aro  issued  fnnu  tiiin' 
to  tiiiif  il  voii  wish  to  n'maiti  in  tlu'  sit\  icr.  Your  ol'lirc  shoiihl 
he  l<t'i>t  cliaii  tiiul  titly  unci  your  iiifssaiio  IdaiikM.  trnin  .nilor 
l)1n?ikH,  ct<'.,  Rhoiild  alwuys  !«•  roa<ly  h  r  iniintMliati'  us,',  s..  that 
\(>u  will  not  (h'taiii  tlw  DoHputrluT  whfii  ho  I'aiU  you  for  <f  .UTi*, 
itc. 

STANDARD  RAILWAY  RULES. 

■15.  'I'lic  st^tiulard  fo(lt>  of  train  rnli-K  a|t|»r<'Vf(l  hy  order  of  iln' 

l^naid  ,.r  l!ailw;iy  < ',.iiiiiii-v;,)i,,'is  fni-  Caii.ida.  -Iiilv  t-Jth,  lOtK). 
and  adopted  hv  a  Uy-law  which  was  passed  liy  lln'  liadway 
Hoard  of  Diroptors  and  approved  l)y  his  KNcoHeiu'V  the  (l<»vernor 
(feneral  in  Couiieil,  is  used  liy  the  ('aii.idiMii  l!ail\\a\s  This 
code  is  |M,'|.af('(l  Ivy  the  Siiprrinlciideiits  and  Mana^'iiii,'  Otlic'ivls 
of  the  numerous  railways,  and  is  made  \i'iy  plain,  s(.  that  there 
can  l>e  ni>  itiisiindprKtandin<;  l»y  any  of  the  parties  that  may  Im>. 
working  hy  its  provisions. 

In  till'  ('nili-l  S(;itrs  the  Viiiericaii  Kaiiway  .X-seciat ioii 
ad<>|»ted  the  standard  rules,  and  '.!.">  p.T  cent.  <A  the  raiin  ads  use 
tluMn.  ()|)erators  may,  thorpfore,  work  anywhorp  in  ('anada.  <  r 
thp  Unit-ed  States,  and  fin.l  the  system  alx.nl  the  sam.'.  'I'liese 
new  rules  went  into  effect  <.n  the  ('.  IV  1!.  -lune  I'.lth,  I'.MO.  ih  • 
Caniulian  Nnrtheni  -Ian.  1,  1011,  and  tJrand  Trunk  alMHit  March 

1.  inn. 

The  rules  will  lie  eM>l,-iined  lieve  ill  the  same  iirdpf  as  they 
appt-ar  in  the  Uailwav  Uiile  Bi"iKs  tli.it  are  supplied  to  every 
employee  upon  entorin-;  the  Telegraph  or  Train  Sprvicc.  These 
rules  are  comprwd  as  follows: 

1.  General  notice  and  general  rules  statins  the  duties*  of 
employees. 
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'2.  I'ffiiiitiiin«.  Ill  ii-niis  nsi  i|  in  tlif  ciMlr. 

M.    A    svstrlli    ot    walcll    'Ms|M(ti()ll    In    |Mi>\i<lf    lllltt    Itll  tilt- 

tiin»'-|iitH'»»H  hIiiiII  H|i;r(>t>  nn  to  t\w  corrwt  timo  <>f  day. 

I.  Explanation  of  tintlioritv  hv  tlio  Tiuic-Tahlo. 

r>.  It'ili's  for  till'  jii<>|»fr  iiso  (it  tlic  MiriiMiK  si;{nulK,  siu-li  as 
the  color,  hand,  floff,  lamp  nnd  wIitRtlf  Hignaln. 

0.  The  ('lasnifieatHni  i>f  traiiw  and  ruloB  for  their  inovi'inont 
l»y  train  orders. 

7.  I'i>mi  lit  tXHin  orderB  with  inKtructionH  an  to  how  trainn 
>iliall  jnofeeil. 

8.  Train  luli's  for  single  and  iluul)le  truck. 

".».  Fix***!  signak,  antonuitic  block  Rignalh.  intcrliH-kinR  si;?- 

nnltt. 


46.  1  he  prime  rcqnisitc  in  railroading  is  Mftty,  wh'ch  calls 

for  ('(>iisidcral)lo  fare  on  tlu'  part  of  fvcry  iniploycr.  NcnI  to 
saf«'ty  conu's  proniptnesK  and  fxactncss  of  lU'spatch,  sucii  as  a 
train  Icavinj;  on  time,  luid  moving  at  the  icmiliU*  Ktandard  npeed 
as  provided  in  tlie  tichednle. 

17.  Telej,'raj)h  operat(tr><  are  rwpiireU  to  pa>;s  the  ref,Milar 
railroad  examination  in  the  rnles,  showing  their  fitness  to  carry 
out  the  inatrnctio!iB  contained  therein.  In  additior.  to  passing 
the  exiuu'iiMf ion  in  tlif  rules,  opctatovs  ari«  rcipiitod  to  pass 
a  satisfa<-tory  cxaiiiiiiation  in  tclcgrapliy ,  sncli  aw  the  rcfoivinij 
and  sending  of  messages  and  train  orders. 

IS.  'I'hr  l!ail\\;iy  ( 'i  .ini)iiiii(s  mpiiir  tluit  tacli  ;i))plicaiit  lor  a 
position  should  furnish  tlirce  letters  of  rcferi'nci'  from  nsponsihle 
people.  It  is  advisable  that  you  arrange  to  get  these  letters 
at  this  time,  hi  order  that  you  w  ill  have  them  when  the  oppor- 
tiniity  comes  for  you  to  take  a  i)ositio>i. 
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K».  W  liciT  l>a\  imil  Nialit  «>j»L-iatnis  nr<-  .  iniiloved  at  ii  nta- 
tion  they  must  not  IfiAve  thi»  nffioe  until  r«  Ue\ea  by  vaeh  other. 
m\pM  e\cii!*i  <l  l>v  fill'  TiiiMi  I  V>ip:it(  lii  r.  Tin'  operator  uoinu 
(iff  duty  !im:>t  iiiako  out  a  IruiisfiT.  iiitMiniiiiy  tin  oi^t-rator  lakiiit; 
liis  place  alKxit  iinfitiisht'd  »>imiiiOH».  or  wlioMif-r  ull  rt-gular  traiiiH 
«lno  ha%-e  arrived  and  Ifft.  lfv_'fili.r  Miih  an.v  (.tli.r  inti irmati..ii 
ri  hilivc  to  the  husiii."^',  that  he  thought  ailvisahU".  A  ImhiIv 
ti>uallv  kept  for  this  pmposiv    Two  triiimforH  aw  nhown  lu-re- 

with : — 

To  ^^  s  <■ 

(liiitialH  n{  night  operator  coiiiinj;  on  duty.) 
All  trains  diif  havf  arrived  and  left,  oxecpt  .Vl.  vvl  ..  h  should 
arrive  here  aliout  fl.30.   Extra  l.  ft  \Voo«lstnck  5.*)  p  in.  and  will 
lift  four  cars  merchandise  hcrr  for  i-ast. 

.T.  Iv  (' 

ilnhials  of  day  ..pt-r-'-.r  noin-;  otf  diity  i 


To  .1    I  '.  <' 

I  initial-  nf  T*ay  <>pi'r:,li>r  ci.iiiinL:       iiiit  \  i 

All  trains  due  iiavc  arrived,  and  l>  fl .  <  irdn  l.o.iid  is  (ni  lor 
extra  West  Engine  7W.  Sin-  left  Toronto  at  «'>.3f>.  Our  Mer- 
nhandisf  cars  have  Rone  East.  One  cipty  box  to  jjo  West  on 
wav  freight. 

M  R.  r 

(Initials  of  Night  operator  going  off  duty.) 

NOTE:— In  Inith  cases,  the  operator  cominj,'  on  diit>  must 
initial  these  transfers,  and  it  is  the  duty  ot  the  nperat-or  «oing 
off  duty  to  see  that  he  does  initial  the  trnnsfer  in  every  case. 

.'0.  O|)erators  must  not  heyond  hearing  of  their  tele;^raph 
call,  nor  leave  the  office  without  first  notifying  the  Train  T)e- 
spatcher  and  obtaining  his  permission.  This  does  not  mean, 
however,  that  you  would  not  be  allowed  to  go  out  on  the  plat- 
form, or  to  the  Freight  shed  to  attend  to  the  regular  business, 
but  in  such  case,  however,  it  would  be  \er\'  unwise  for  you  to 
leave  the  office  if  you  knew  that  the  Dpspat^h'-r  likely  to 
"all  \-ou  for  a  Train  Order,  because  it  must  be  remembered  that 
lins  must  get  attention  before  delivering  of  freight,  etc.  If 
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l»((>|ili'-  were  at  the  station  to  ^ct  their  ^(Kxis  from  the  freight 
sheds,  voii  would  have  to  luakr  tlu  in  w  ait  until  you  were  ready 
to  Mttciul  to  them.  On  the  otlin-  iiand.  when  ynn  are  throu'^h 
wnrkinf,'  witii  the  ])esi.ateher,  and  tlie  train  or  trains  in  ques- 
tion had  left  yonr  station,  it  uoiild  he  advisahle  for  you  to  report 
these  trains  hefore  going  to  the  freight  sheds  to  attend  to  the 
delivery  of  freight. 

If  tile  .\i.'en1  xwrc  ak>ne  at  the  station,  and  lie  knew 
where  it  rnigiit  l)e  possible  for  him  to  secure  some  business  tor 
the  rompanv  in  either  the  Freight  or  the  Passenger  Department, 
it  wi>iiM  1)1  iu(  es>aiy  for  him  to  ask  permission  from  the  De- 
spaleiier  l)efore  lie  woiilil  lie  allowed  to  leiive  the  station,  'i'his 
would  not  hajipen  vciy  often,  however,  as  it  is  not  necessary  for 
an  Agent  who  is  alone  at  a  station  to  solicit  husiness.  If,  how- 
ever, a  man  canie  to  the  station  to  <j[f\  particulars  about  a  shij)- 
ment  or  about  a  ticket,  it  would  certainly  be  to  the  interest  of 
the  Agent  to  endeavor  to  seenre  the  business. 

')'2.  if  the  Agent  hail  a  day  o|>eiator  and  if  time  pi'rmitted, 
it  would  he  to  liis  interest  to  solieH  business  from  the  various 
jpi'iiple  in  the  town  or  city,  in  l:ii-t.  il  is  to  the  interest  of  both 
the  .\t.'ent  and  operators  X<i  endeavor  to  secure  all  the  business 
possible  in  lR>th  the  freigiit  and  passenger  dc  partment,  as  it  is 
otdy  in  this  way  that  you  can  liope  to  increase  the  revenue  at 
the  station.  Hy  thus  increasing  the  rexetiiir,  you  -aw  di'nii>iis- 
Irating  your  ability  to  your  superior  ctticers,  and  at  the  same 
time  bringing  yourself  prominently  before  them  as  a  capable 
inat\.  who  would  be  in  line  for  promotion  to  a  more  responsible 
position. 

.'ROPER  INTEREST  IN  COMPANY. 

.13.  It  will  be  the  duty  (jf  the  .\gent  and  operat<>rs  to  take  an 
intiTest  in  tlie  company's  welf.ue.  to  protect  their  property  in 
the  same  way  as  if  it  were  their  own.  The  train  order  signals 
should  be  kept  in  good  working  order  and  ready  for  use  at  all 
times,  when  necessary,  oiling  them  to  make  them  work  freely. 
Shotdd  the  signals  become  disabled  and  out  of  order  and  repairs 
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lU'odfd.  wire  the  Sui>eiiiiteii(leiit  askiii};  to  liavc  them  repiiireil. 
aiid  stafiiiL;.  it  necessary,  what  materinl.  (it  ;inyi  is  rctiiiired  ftir 
rcpaii-s.  Vi)ii  arc  .  xiM  i  t cd  at  all  times  [•>  uttrr  siit;<;('sti(>nH  suul 
;;ive  anv  iiitniiiiatii m  that  ynii  lliiiik  would  improve  the  serviee. 
Be  ready  at  all  times  to  aid  feel)lc  or  old  persons  on  and  off 
trains.  Rfniriiihcr,  a  jinmi  wcint  spoken  ahinit  \on  hy  the  tiavel- 
liii^'  puhlic  will  soon  reach  the  ears  ot  the  olticials.  and  greatly 
fij,'iire  in  your  chances  for  promotion. 

CONTENTION  FOR  CIRCUIT. 

■ll.  Operators  are  not  permitted  to  -tru^'szle  tnv  circuit  (  n  tli. 
insl  nuiieut-.  and  an  npei-ator  follows  this  practice  is  liahie  ■ 

to  dismissal.  This  simply  means  liolfline  your  key  open,  and 
endeavoring  to  use  the  circuit  when  someh(.dy  else  is  doing  the 
same  thing,  hi  which  case,  neither  one  ot  you  are  making'  any 
prn!.'ress.  and  one  of  you  should  close  the  key  and  listen  to  who 
is  usin-,'  the  circuit,  then  if  it  is  a  case  of  a  i)erson  senditig  a 
im'ssjigc  and  yon  arc  waitinu  for  train  orders,  you  would  itu- 
mediately  <i|ien  the  cii'cuit.  nial;e  llie  figure  or  l''A  for  excuse, 
then  nuike  the  figure  U  and  call  the  Despalclier  tor  train  orders. 
In  calling  the  T>espatcher.  simply  call  him  once  atid  sign  your 
office  call.  If  Ik'  does  not  answer,  call  him  once,  each  time  sei\d- 
iiiir  viiur  call.  It  will  he  uotu-ed.  that  the  reason  for  calling  just 
the  once,  is  on  account  of  the  i  >espatcher  usually  lu'iiig  on  the 
wire  all  the  tune,  and  it  wonld  seem  out  .it  older  to  call  a  man 
three  or  foul'  times  wlieii  he  is  supposed  to  he  right  fliers,  wait- 
ing to  gi\e  instructions. 

CLOSING  OFFICE  AT  NIGHT. 

.M.  Where  there  is  no  n'ght  operator  at  a  station,  the  agent 
or  operator  in  (dosing,'  up  fi  r  ih.  night  nnist  call  the  Dcspatcher 
:iiid  say  Ci  N  for  (lot id  Ni^dit.  and  as  sooi\  as  this  is  acknowledged 
i)\  the  l)espatcher,  cut  1  ut  the  telegraph  instruments  and  Uxdv  up 
the  office  and  station.  Should  the  despatcher  require  you  to 
remain  on  duty,  he  will  advise  you  to  that  effect,  in  which  case, 
you  would  yet  over-tiiue  pay. 
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.'tit.  Wlicn  cifload  shijunciits  arc  !  iidv  to  go  forwanl  iluriii;,' 
the  night,  it  is  tieccssarv  to  leave  th«>  way-bill  for  the  car  in 
the  1)()X  that  is  [ir. .vldcd  for  tli<^  purpose  near  the  si.ition  waitiiiir 
room  door,  in  order  that  the  cciiductors  may  got  the  way-hills 
wiieii  tliey  lift  the  car  or  cars.  Of  eourse,  it  would  be  necessary 
for  yon  to  w're  the  Superintendent  that  you  had  these  eais  ready 
to  lif  liflrd.  Till'  liod\  I  f  tilt'  iM('s-:iuc  tn'!,dit  l)r  Worded  as  fol- 
low s  ;-"  I'leasc  ariangf  to  have  two  cars  uicridiandisc  lifti'd  tor 
Toronto  to-night." 

'u.  Opcratois  and  Agents  should  always  leave  their  name  and 
adilfcs-  posti'd  up  inside  of  llic  wa\-liill  Imxcs  at  station.-,  so  that 
traiinucn.  in  ease  of  tronhlc.  or  sonic  serious  detention,  could 
eail  them  to  get  orders. 

'tS.  If  the  operator  is  called  after  regular  working  hours,  he 
w'll  receive  over  time  pay. 

.")'.•.  In  Comniereial  Offices  w  here  regular  hours  of  duty  are  in 
force,  the  operator  in  closing  uj)  for  the  night  should  always  cut 
out  the  instruments  from  the  switch  lioard. 

GENERAL  INFORMATION. 

(U).  O[>erators  should  revpiire  persons  leaving  coniniercial 
nicssa^'es  at  their  olficcs  for  transmission  to  read  them  h(>fore 
they  are  accepted,  in  order  that  they  will  understand  the  word- 
ing. In  transmitting  difficult  words  that  occur  in  messages,  you 
should  l)c  careful  to  send  them  slowly  and  clearly.  This  will  be 
nioi-e  noticeable  in  words  containing  spaced  characters,  such  as 
"practice"  or  "prices." 

01.  Telegraph  offices  must  be  kept  private.  Trainmen  and 
employees  outside  of  the  station  staff  or  commercial  i>ffice  staff 
must  not  lie  admitted.  It  is  a  customary  thing,  however,  tor 
conductors  to  go  into  your  office  to  sign  orders,  unless  provisions 
are  mnde  for  them  to  do  this  over  a  proper  counter.  All  telegrams 
and  st.iiinn  records  must  be  guarded  with  the  "greatest  care  and 
held  in  the  strictest  privacy.  Kmployee.s  are  forbidden  to  dis- 
close any  information  in  regard  to  the  contents  of  a  telegram 
or  the  name  of  the  senrler  or  addressee  thereof.  Tii's  is  very  im- 
portant, for  under  the  law,  telegrams  are  Mcret  and  the  service 
must  be  performed  in  good  faith. 


DOMINION  SCHOOL  OF  TELEGRAPHY  and  RAILROADING  Jl 


GENERAL  INFORMATION-  (  oiilnn„,i 
(V.  llul.'  Url  in  the  v.  W  W.  ComnuTiMitl  Tariff  Book  >.tiit»s 
tliiit  no  studi-at  will  ho  allowed  in  any  of  the  offices  of  the  Com- 
pany without  written  permission  from  the  Sni..  rintt  luh  iit .  nor 
in  ease  of  pcmiission  having  hifii  j.'ivcn  shall  any  slndont  be 
|H-rmitted  to  send  or  roeeive  messages  until  fully  coinpctent  to 
ilo  so. 

03.  Xo  student  is  permitted  to  practice  on  the  main  line  tele- 
graph wires. 

t>4.  The  ahove  rule  applies  to  railroads  as  well,  and  as 
students  of  the  sehool,  you  will  see  the  advantage  of  (lualify- 
iug  yourself  thoroughly,  in  order  that  you  can  copj  off  the  main 
line  wires  that  are  connected  into  the  stations  fmr-  th.  C.raiid 
Trunk  and  Canadian  Northern  for  your  personal  bi n-Jit. 

COMMON  ABBREVIATIONS. 

65.  The  following  table  of  abbreviations  will  be  found  <"iiie 
eommon  in  both  Puvilroad  and  Conunereial  Telop;raph  \v..rk  It 
is  important  that  the  student  should  at  this  time  familiari/.e  ium- 
soii  with  these,  and  learn  them  so  that  he  will  understand  what 
they  mean  when  they  are  sent  on  the  wire.    Some  of  them  are 
used  in  regular  message  work,  but  the  majority  of  them  are 
used  in  conversation  on  the  wire.    For  instance:    Pd,  the  ab- 
breviation for  "paid,"  is  used  in  the  check  of  the  commercial 
message  to  show  the  luimber  of  words  that  are  paid  for.  Sil;.. 
tlie  ahbrexiation  for  ' ' signatiu'e, "  is  always  used  in  Railroad  and 
Commercial  messages  as  well  as  in  Train  Orders.    The  abbrevia- 
tion Ga.,  for  "Go  Ahead,"  illustrates  how  the  receiving  .>perat.  r 
will  advise  the  sending  operator  U)  go  ahead  at  a  certain  plaee.  To 
illustrate -.—If  hi  copying  a  message  you  receive  it  ail,  hut  are 
not  sure  about  a  certain  word,  you  would  tell  the  sender  to  Ga, 
at  the  word  that  preceded  the  one  you  are  not  siu'e  of.  and  as 
s(K.n  as  you  had  recognized  the  word  as  correct,  you  would  no- 
allow  him  to  go  any  farther,  but  you  would  simply  open  your  key 
and  give  your  O.  K.,  t<^ether  with  your  personal  signal. 

m.  Refer  to  Instruction  Book  Part  1,  Article  48,  Ex.  rcise  2, 
and  practice  the  sending  and  receiving  of  the  abbreviations 
shown,  as  well  as  the  following: — 
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COMMON  ABBREVlAnom-CoHtinut'd 


\V..r,l  or  Phrase  Symbol 

Avenue  Ave. 

Address  —  Add. 

Amount  Amt. 

B 

Hreak  Bk. 

Business  Biz, 

C 

Correct  or  All  Right.. O.K. 

Charges...   .  Chgs. 

<^op_v  Cy. 

Ciiductor   Condr. 

Complete  ...  ....  ....  Com. 

Circuit   Ckt. 


Delivered.  . 
Division . . . , 
Dispatcher. 


.  Deld. 
.  Divn. 
.  .Despr. 


Word  or  Phrase  Symbol 

Laugh  Ha  Ha 

Learn   I.m. 

Leave  I, v. 

I.oails  L<i.s. 

Local  Loc. 

Limited  Ltd. 

M 

Mistake   Msk. 

Make  Mk. 

Manager  Mgr. 

Many  Mny. 

Marked  , ...  Mkd. 

Matter  Mtr. 

Merelianciise   Aldse. 

Message   ....  Msg. 

Messenger  Msgr. 

Minute   Min. 

Much  Mch. 


Engineer   Engr. 

Express  Exp. 

Engine  Eng. 

Excursion  F.xcn. 

Hxtra  Exa. 

G 

General  na>;j;aj;e  .\>;t.('..  H.  A. 

IVtight     ••  .C:  v.  \. 

Passenger  "  G.  P.  A. 

Go  Ahead  G.  A. 

Guaranteed-   Gtd. 

H 

Have  Hv. 

Here  or  Hear  Hr. 

How  Hw. 

I 

Important  Impt. 

Immediately  Iinmy. 

Invoice  hiv. 

Instrument  In.st. 

J 

Junction  Jet.  or  June. 

January  Jan. 


Night   Nite. 

Xecessarj-   Necy. 

Nothing  Ntg. 

Now  Xw. 

No  More  N.  M. 

No  Such  Number  N.  S.  N. 

Number  No. 

O 

(^'Clock  K. 

Office  Ofs. 

On  Time  yO.  T. 

Operator  Opr. 

Paid  I'd. 

Passenger   I'-sgr. 

Please  I'Is. 


yuick  . 


Railway  Ry. 

Ready   Rdy. 

Received  Reed. 

Reporting  Tr.iins  ().  S. 

Repeat   Rr. 
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COMMON  ABBREVIATIONS  ContiutuJ 


S 

Word  or  Phrase  Symliol 

S:iy   Sa. 

Sccoml   Sec. 

.See   C. 

Special   Spl. 

ShouW   Shld. 

Sinn    Sine. 

Signature   Sig. 

Station   Stn. 

Stay  Sta. 

Safe  for  Breakfast. . .  .S.  F.  B. 
Safe  for  Dinner   ...    S.  F.  I). 

Safe  for  Tea  S.  V .  T. 

Street    St. 

Superintendent  Supt. 

T 

Take   Tk. 

Telegraph   .Tel. 

Tariff   Tff. 

Thanks   Tx. 

That  Tt. 

Them  Em. 


T 

Word  or  rhrnw  SymlKil 

Their  Tr. 

Thev   Ty. 

Think   Tnk. 

Through  Tru. 

Train   Trn. 

Train  Report   O.  S. 

Train  will  l)ehel<l  until 
Order  is  Complete.  .X. 

W 

Way-Bill  W.  B. 

What   Wt. 

Wlien  Wn. 

Wlure   \Vr. 

Why  Wy. 

Who  Wo. 

Will   Wi. 

Would   W1<1. 

Y 

Yes   Ks. 

Yet   Kt. 

Vou  U. 
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TEST  QUESTIONS. 

1.  What  IS  absolutely  »eces8ary  in  receiving? 

2.  How  is  the  making  of  a  letter  on  the  key  determined? 

3.  What  three  punotiiat  jn  marks  aie  used  most? 

4.  Why  is  it  necessary  for  an  iterator  or  agent  to  take  sn 
interest  in  the  Company's  welfare? 

\\  liy  is  it  necessary  for  an  operator  to  have  a  persona] 

signal  ? 

6.  Describe  what  the  train  rules  are  composed  of. 

7.  What  is  the  prime  requisite  in  railroading? 

8.  When  day  and  iii<;lit  oin'iatorM  are  rclicviii;^  one  another, 
what  is  necessary?   Give  examples. 

0.  What  is  necessary  before  closing  your  office  for  the 
nis?ht? 

10.  Havf  you  practiced  tiie  altbreviations '? 
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TELEGRAPHY 
Special  EmnfaMtioB  No.  3 

1.  la)  Wln'ii  will  a  lioldiii;.'  ordor  lio  used? 
(1))  To  w  liuni  will  it  he  addresKed '.' 

(c)  To  whom  delivered? 

2.  "Hold  all  eaat  bound  trainH." 

When  a  train  lias  Irh-u  so  held,  under  what  circunistanceB 
may  it  pr(X'(>cd ".' 

3.  "Order  \o.  ton  (10)  is  annulled." 

May  an  order  wh'ch  has  been  anindled  be  reissued  tuider  its 

original  nniribcr? 

4.  (a)  If  an  order  wliicli  is  to  i)e  annulled  lias  not  bi'cn  deliv- 

ered to  a  train,  liow  will  the  annulling  order  be  ad- 
dressed ? 

(b)  How  will  tlie  Operator  be  govenuHl? 
r>.  "Line  clear  to  (lalt  for  No.  3  vua.  ">().'»." 

(a)  Wliat  rif,'lit  does  this  order  ;;ive  to  tlie  train  named.' 

(b)  Must  trains  running  under  tiiis  fonn  of  order,  observe 
Rule  91  ? 

(c)  To  whom  must  the  order  he  addressed? 

(d)  How  will  the  o{)erator  reeeivin>,'  tlie  order  be  governed? 
0.  "Operator  'G'  hold  all  trains  following  No.  64  until  ten  (10) 

a.m. " 

"Operator  'G'  hold  all  trains  following  No.  4  eng.  545  until 
No.  4  eng.  545  arrives  at  F." 

(a)  To  whom  must  this  order  be  addressed? 

(b)  How  will  the  Operator  be  ;:;oveni('d? 

(c)  What  nuist  be  ascertained  by  a  train  before  leaving  its 
initial  station  or  junction?  D-83. 

7.  How  must  work  extras  move  on  double  track?     '  ' 

8.  In  double  track  which  main  track  must  be  used?  ' 

9.  When  it  is  ib'sired  to  move  a  train  a<;aiiist  tlio  current  of 

trattio  over  the  working  limits,  what  must  be  done? 
10.  "Eng.  292  work  an  cast  bound  track  seven  (7)  a.m.  to  six  (0) 
p.m.  between  D  and  E." 

Under  this  order  how  will  the  work  extra  be  governed? 
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TELEGRAPHY.  SPECIAL  EXAMINATION  NO.  3 

11.  "Work  extra  202  lias  ri<;lit  over  all  trains  on  fast  bonnd 

trac'kt*  botwci'ti  D  *  E  seven  (7)  p.m.  to  twelve  (12) 

ni^'lit. " 

W'liiit  r'i,'lil  (loos  this  order  confer  on  tlic  work  r\1ra? 

12.  Wliat  must  he  done  hefnre  a  train  is  moved  against  the 

current  of  traffic? 

13.  "No.  1  Eng.  650  \mn  right  over  opposing  traiiiB  on  No.  2 

tracK,  C  to  F." 

(a)  Uiidir  this  order  how  will  the  designated  train  be  gov- 
erned? 

(b)  What  rights  arc  conferred? 

(c)  How  will  (>pi)osing  trains  be  governed? 

14.  "After  No.  1  Eng.  (i2<)  arrives  at  (".  No.  1  rn<i.  "70  has  right 

over  o|>i)osiiit;  trains  on  No.  2  track  C.  to  F." 
Under  this  order,  when  may  the  train  be  moved  against  the 
current  of  traffic,  leave  C.  ? 

15.  "No.  1  track  (or  west  hound)  track  will  be  used  as  single 

track  between  F.  and  (1.  one  (1)  p  m.  to  three  (3)  p.m." 

(a)  Under  this  order,  whicli  track  must  all  trains  use? 

(b)  How  will  they  be  governed".' 

(<•)  How  will  trains  running  against  the  current  of  traffic  on 
the  track  named  be  governed? 
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SUPPLIES  FOR  STUDENTS 

\Vi-  rilways  keep  on  liami  the  necssary  sui>plies,  so  tli.it 
stiulents  uced  not  go  outside  the  school  to  get  anything  they 
require  in  connection  with  their  sttidies. 

A  student  begininR  his  course  in  the  Day  School  pa\  s  ^^IXt) 

for  his  instruction  hooks  ami  a  snpjiU  of  Niatioiiery.  The  sta 
tionery  cotisists  of  scribhliiig  hooks,  writing  pads,  sjH;ed  examin- 
ation pad,  two  tiencils,  pen  aer,  two  pen  points,  in  addition 
to  having  the  reguhir  station  forms  which  are  supjilied  iu  the 
stations.  The  message  blanks,  etc.,  are  not  re<iuired  until  such 
time  as  a  .student  gets  in  the  senior  class. 

The  following  articles  may  Ik*  purcha-sed  any  titne  through 


Che  school: — 

Telegraph  Learner's  Outfit,  including  dry  cell  battery 

and  wire   *o.(M) 

Individual  Telegraph  Key  i.Leg>,  each   1.7;") 

Individual  Telegraph  Key  (Legless),  each.   'i.'ia 

Individual  Telei;ra])h  Sounder,  each   2.7o 

Bell  Wire  for  connecting  instruments,  -'">  feet  for   .15 

Blue  Vitrol  (for  Gravity  Battery),  per  lb  l'> 

Jar  for  Gravity  Battery.  -10 

Gravity  Battery,  complete,  with  copjK-r,  zinc  and  Hlue 

Vitrol,  lib   l.'2'> 

Drv  Cell  Battery,  each  ;   .2.'> 

Fo.,  .itain  Pens,  Special   1.50 

Stylusses  for  writing  train  orders,  each   .2.') 

Scribbling  Pads,  each   .05 

I'Xiiniinatl.     I'ads  {  '^  for  25c)  each.  10 

Pen  Holders,  each  05 

Pencils,  2  for  05 

Twentieth  Century  Telegraph  Manual,  by  Frederick  L.  ' 

Meyer,  Chicago   l.oO 

Penmanship  Book,  Part  1   .15 

Penmanship  Book.  Part  2  25 

^lecrograph  (  A  Hand  Sending  Instnnnt!il )   9.00 

Automatic  Telegraph  Transmitter  (for  home  study  pur- 
poses)  •  25.00 
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